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2. STATE HOUSE PARKING

Parking on the State House campus for New Member Orientation is limited, but parking lots
A, B and part of C have been reserved exclusively for Legislators. Signs indicate designated
legislator parking areas (see the campus map). Please use the designated legislative parking
areas. You will receive special legislative plates for your vehicle during the week of
December 5th.

3. MEMBERS’ PAYROLL INFORMATION & OTHER FORMS

NEWLY Elected Legislators: Payroll and benefit forms must be completed in our online
system by Thursday, November 17th in order for you to receive your legislative salary and
expenses. An automated email with a link to the legislative onboarding system and log-in
instructions was sent to your personal email address this week. Paper forms are available upon
request.  In addition, you must complete the enclosed Constituent Services Allowance form
and either bring it with you to New Member Orientation or e-mail a signed and scanned copy
to dawna.lopatosky@legislature.maine.gov no later than Monday, December 12, 2022.

RETURNING Legislators: You must complete the enclosed Constituent Services Allowance
form and either bring it with you to Pre-Legislative Conference or e-mail a signed and scanned
copy to dawna.lopatosky@legislature.maine.gov no later than Monday, December 12, 2022. If
you have a new primary residence, or if you want to make changes to direct deposit, payroll
tax withholding or benefits, please contact Sherry Davis at (207) 287-1617.

4. SECURITY BADGES/PHOTOS

All newly-elected legislators and returning members who did not serve in the 130th Legislature
will have their photos taken for their security ID badges on their assigned day for New
Member Orientation.

5. PRE-LEGISLATIVE CONFERENCE & SWEARING-IN OF MEMBERS-
ELECT

Date:  Monday-Thursday, December 5-8, 2022 
State House, Augusta 

The second orientation program is a program designed for both newly elected and returning 
Legislators. Please reserve these days on your schedule so you may attend this important 
conference.  Several of the sessions are statutorily required training for all legislators.  

Please note that the first day of the Pre-Legislative Conference, Monday, December 5th, is 
intended primarily for members who have been elected to the Legislature for the first time. On 
Tuesday evening, December 6th, all newly elected and re-elected members and their guests are 
invited to a reception and banquet at the Augusta Civic Center.  Members-elect will be sworn 
into office on the third day of this pre-legislative conference, Wednesday, December 7th.   
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6. TRAVEL/LODGING  

 
For New Member Orientation: you will be reimbursed for one round trip mileage between 
your home and the State House in Augusta at the State-authorized rate of $0.46/mile. Actual 
toll expenses are also reimbursed. The maximum lodging reimbursement allowed is $55. 
Receipts are required. 
 
For Pre-Legislative Conference: you will be reimbursed for one round trip mileage between 
your home and the State House, at the State-authorized rate of $0.46/mile. For all other travel 
during the week of Pre-Legislative Conference, mileage reimbursement is based on actual cost 
or a maximum of $38 per day, whichever is less. Actual toll expenses are also reimbursed. The 
maximum lodging reimbursement allowed is $38 and receipts are not required. 
  
For those of you who reside a great distance from the State House and need to stay overnight 
in Augusta while attending these events, we have provided a list of several area hotels. Please 
make your own reservations as soon as possible to assure a room. When reserving a 
room, you will need to request the special rate listed on the hotel page enclosed in this 
packet to receive the hotel’s discounted rate.   
 
Once you have been sworn into office on Wednesday, December 7, 2022, we will issue 
payment to reimburse you for your travel and lodging expenses to attend the New Member 
Orientation and the Pre-Legislative Conference. Please keep your lodging and toll receipts for 
New Member Orientation, as you must attach them to the travel and expense voucher form 
that you will complete and submit for your attendance at the orientation session. The 
appropriate reimbursement form(s) will be provided to you at the orientation session or at the 
conference.  
  

7. PRE-LEGISLATIVE CONFERENCE MEALS & BANQUET GUESTS 
 
We welcome you to invite your spouse, partner or other guest(s) to attend the educational 
components of the Pre-Legislative Conference with you. However, we are able to provide 
complimentary meals during the conference only for legislators. Returning Legislators and 
new members-elect will be provided complimentary tickets for Tuesday evening’s 
banquet. If you would like your guest(s) to accompany you to Tuesday evening’s banquet for 
the incoming legislature that will be held at the Augusta Civic Center, you may purchase 
tickets for them through the Office of the Executive Director at a cost of $30 per person. All 
tickets must be paid for in advance. In addition to returning your conference registration 
form, include a check made payable to “Treasurer, State of Maine” in the amount of $30.00 
for each guest.  Use the RSVP form to make your reservations by Monday, November 28th. 
 

8. LEGISLATIVE POLICY FORUMS  
 

A third component of the orientation program sponsored by the Legislative Council is a 
regional economic development bus tour that will occur in January and several legislative 
policy forums on select important policy issues facing the next Legislature.  The policy forums 
will be held in Augusta beginning on Thursday, December 8th with others held in January and 
February. The bus tour is scheduled for Wednesday, January 18 through Friday, January 20, 
2023.  During the bus tour, Legislators will have the opportunity to tour various areas of the 
State to become acquainted with key issues, industries and matters of community interest. No 
registration for these programs is required at this time. 
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Please call the Office of the Executive Director at 287-1615 if you have any questions about 
arrangements for the orientation programs, the forms and other materials enclosed or if you would like 
additional information. 
 
Once again, we congratulate you on your election to the Maine Legislature. 
 
Attachments 
 
 















CONSTITUENT SERVICES ALLOWANCE 
REQUEST FOR PAYMENT 
 131st Maine State Legislature 

__________  

Pursuant to law, Legislators may request that the first Constituent Services Allowance for the 1st 
Regular Session of the 131st Legislature be paid in December rather than in January, the 
regularly scheduled date for payment.  The allowance is taxable income and is subject to 
income tax in the year in which it is paid. 

I am a: □ State Senator

□ State Representative

I would like to receive my first Constituent Service Allowance in:  □ December, 2022 

□ January, 2023

I understand and agree that there may be income tax consequences as a result of this early 
payment. 

Requested by: 
      Signature 

            Print Name Clearly  

Date: 

Requests for early payment must be received in the Office of the Executive Director no later 
than Monday, December 12, 2022.  Requests for early payment made after this date cannot be 
honored. 

For internal use only: 

Date received: 
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